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Instructions for Amending IDEA Claims 
or IDEA Budget Items Already Claimed 
EXAMPLE A – Moving funds from an existing claimed amount to a “new” budget item 

1. If the activity you wish to claim funds is not currently in the budget, add line item. Either budget with 
reserve funds or lower the amount of another budget line item that has not been fully claimed. 

2. Submit amended budget and wait for approval.  

3. After budget approval, revise the “Total Disbursement” amounts in a new claim. 

4. In the claim, move the previously claimed funds to a different budget line item to balance claim. 

5. Submit claim for approval. 

6. After claim is approved, budget can be revised to reflect the new numbers. 

EXAMPLE A Screen Shot: 

In this example, the LEA would like to move preschool costs previously budgeted for Special Ed Supervision and 
Coordination salaries & fringe to flow-through dollars and then move the freed up preschool funds to cover supplies 
purchased for early childhood: 

 

 

 

 

 

 

 

 
When the LEA attempts to revise the budget, an error message appears: 
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The error message in the budget appeared because the LEA had already claimed $3,405 for the special education director’s 
salary and fringe costs. When the LEA attempted to change the budget line items below the amounts already claimed, the 
edit was denied. 

 

 

 

 

 

 

 

 

In this situation, the LEA must revise the budget to create the new line item for early childhood supplies and move funds 
into that line. This LEA had not budgeted for all of its funds, so it had $2,834 in “reserve.” If an LEA does not have a 
reserve fund, then it will need to amend a different budget line item that has not been claimed to free up the funds. 

 

 

 

 

 

 

 

In order for this new line item to appear in the claim, the revised budget must be “submitted / locked” for the review 
process. Once the budget is approved by the DPI consultant, the claim will be automatically updated with the last 
approved budget amounts. 

With the amended budget submitted and approved, the claim now has a budget line item for the recently added early 
childhood general supplies. The LEA can now adjust the special education supervision and coordination line and move 
those costs over to the early childhood line. If the special education supervision and coordination line is reduced and 
saved, the LEA will see the following message at the top of the page: 

Amount requested cannot be less than the amount previously disbursed without applying for an advance. Contact 
rachel.zellmer@dpi.wi.gov for further information. 

The LEA added a line for general supplies. 
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The LEA cannot submit a claim for less than was previously claimed. This would be considered an advance and interest 
earned on the advance will need to be returned to the Department. To continue in the claiming process, the amount that a 
line item was reduced must appear in another line item(s).  

In the example below, the special education supervision and coordination lines were reduced by $1,890 and $2,500 was 
added to the early childhood general supplies line:   

 

 

 

 

 

 

 

The amount that is now being “claimed” is $610, not $2,500. If there had been a straight transfer of funds - $1,890 from 
special education supervision and coordination to the early childhood non-capital line - there would be no “new” funds 
claimed.  

Before the budget can be revised to move the funds away from the special education supervision and coordination line, 
the revised claim must be submitted and approved by DPI. 

 

 

Once the claim has been approved, the budget can be revised to reflect the new amounts. 
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EXAMPLE B – Moving funds from an existing claimed amount to a different existing budget item 

If you don’t wish to amend the budgeted amount for the budget item but just wish to claim less for another item, start 
with the claim.  

1. Open the claim, move funds from one expended line to a different claim line.  

2. Submit claim for approval. 

EXAMPLE B Screen Shot: 

In this example, the LEA realized that supplies charged to the IDEA grant for the school psychologist were 
actually general student population materials and should not have been funded by IDEA.   

 

 

 

 

The LEA wants to move $4,000 of costs claimed for the psych materials to materials that were already purchased 
for function 158000. The LEA does not wish to change the budgeted amounts for these two functions, just move 
the non-allowed psych costs to a different line item.  

 

 

 

 

 

The LEA was able to amend the claim and resubmit without issue. The new claim’s bottom line must request at 
least the same or more than the previous claim’s bottom line amount. There is no need to revise the budget as the 
LEA only wished to move claimed funds, not revise budget line items.  
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EXAMPLE C – Trying to move claimed funds when there is not enough money to make adjustments 

In this example, the LEA wishes to move funds that were claimed for remodeling. However, there are not enough 
funds in the budget to make the transfer. The entire budget is only $8,069 and the amount that was “claimed in 
error” is $5,440. There is only room in the budget to move $2,629. 

 

 

 

 

 

 

 

 

 
 

In this situation, the typical process is a return of funds in the amount that was “over claimed.”  The funds are 
received by DPI, a negative claim is created by DPI, and then the funds may be budgeted and claimed in the 
correct function. Instructions for returning IDEA funds are available here:  http://dpi.wi.gov/sped/pdf/idea-
refund-instructions.pdf  
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Document Location:  http://www.dpi.wi.gov/sped/pdf/amended-claims-instructions.pdf  
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